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SUMMARY

A goal-oriented, hard-working, highly organized team player with a background in Human Resources.  Quickly proves to be an asset to any work environment, excels at developing strong working relationships with others, and thrives under pressure.  
EDUCATION & PROFESSIONAL CERTIFICATIONS
Human Resource Certification Institute

December 2008

Professional in Human Resources
UCLA Extension 

April 2006 – December 2008
Certificate in Human Resource Management
GPA 3.222
University of California, Los Angeles
September 2002 – June 2006

Bachelor of Arts, Theater     GPA 3.308
· Recruitment Chair, Philanthropy Chair, and Social Chair for the Sigma Zeta Chapter of the Zeta Psi Fraternity
· Assistant Stage Manager for UCLA Theater Department

· Student mentor through UCLA Student Psychological Services
· Featured writer for student periodical
EMPLOYMENT

Regional Recruiter, Aerotek, Inc., Culver City, CA

February 2008 – July 2008
· Responsible for the sourcing, pre-screening, and selection of software engineers for various companies all across the Western Region of the United States.

· Create job postings and recruiting advertisements.

· Organize and schedule interviews between candidates and clients.

· Advise candidates on job-hunting skills, interview tips and tools, and resume editing and facilitate continual correspondence with candidates.

· Clients include large national companies, such as Tyco, NASA, and Motorola.

· Average 40-50 calls per day to potential candidates.

Human Resources Assistant, Singer Lewak Greenbaum & Goldstein, Los Angeles, CA

July 2007 – November 2007
· Responsible for the recruitment of experienced staff, managers, and executives for all five offices of a leading mid-size accounting firm based in Los Angeles.

· Instrumental in increasing company size from 230 employees to 250 employees over a 4 month period.

· Develop client relationships with new and existing recruiters and headhunters.

· Create and post advertisements, schedule interviews, and handle all post-interview correspondence.

· Screen and file approximately 20-30 resumes daily.

· Responsible for the creation and distribution of a monthly newsletter sent to all recruiters.

· Organize and implement New Employee Orientation.

· Various other Human Resources functions, such as the implementation of loyalty and retention initiatives.

· Report directly to the Director of Human Resources.

Lead Recruiting and Training Specialist, The Best Service Company, Los Angeles, CA
February 2006 – July 2007
Awards: “Agent of Change” 2006

· Assist the line management of a debt collection agency with the recruitment, interviewing, and selection of part-time debt collectors by placing advertisements, screening resumes, and scheduling and conducting interviews.

· Develop a system through Excel to track applicant data and other recruiting metrics.
· Establish and implement a new employee orientation program to train new employees on various office policies, the computer system, and collection laws.

· Increase employee and consumer satisfaction by developing and leading new training seminars to improve the interpersonal skills of all employees.

· Advise staff of any issues regarding their productivity after reviewing daily activity reports for individual employees.
· Analyze and organize data regarding employee activity and department productivity using Excel and other common programs.

· Advise management of new ideas regarding teambuilding and incentive programs.

Intern, L7 Scene, Los Angeles, CA
May 2005 – January 2006
Intern, VMatrix Inc., Torrance, CA
July 2005 – September 2005
Intern, Flint Center for the Performing Arts, Cupertino, CA
June 2004 – September 2004
TECHNICAL SKILLS
· Skilled in Microsoft Word, Outlook, Excel, and Power Point
PROFESSIONAL ORGANIZATIONS

· Member of the Society for Human Resource Management (SHRM)

· Member of Professionals in Human Resources Association (PIHRA)



Diversity Chair for PIHRA - District 5
Jeffrey Matthew Davis
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